STATE OF CAUFORNIA

RECORDS RETENTION SCHEDULE
APPROVAL REQUEST

§TD. 72 (REV . 7-92 FMC

Submit three coples with three coples of the
‘Records Retention Schedule, STD. 73.

{1} DEPARTMENT, BOARD OR COMMISSION
Department of Health Services

DIVISIGN, BUREAU OR OTHER UNIT
Administration-Facilities Management Section GS No. 85458

ADDRESS

2151 Berkeley Way, Berkeley, CA 94704

TO: DEPARTMENT OF GENERAL SERVICES
OFEIGE OF INFORMATION SERVICES
1500 5th Street, Room 116
Sacramento, CA 95814 (or IMS C-39)

(918) 445-2254 or CALNET 485-2294

CHECK THE APPROPRIATE BOX:
@ D New schedule of records that have never been scheduled. (Complete boxes 5-8.)

@ ! mmsmwammn_‘mioammormu:mm. «Ooﬂ&ma v.oxmmm;m;
(A new approval number will be assignad.)

$ D }Bm:am:nmoamvmmmmcmmuﬁmcma%mnrmac_m‘ «Ooab\mqmwoxmmm-ﬁwb
{The original approval nurmber will remain in effect. )

(5} SCHEDULE NUMBER 16) SCHEDULE DATE 1 NUMBER OF PAGES (8) CUBIC FEET(Tolal Schedule}
NEW SCHEDULE :
INFORMATION H97-002 4-22-97 Three 21
{If applicable} .
HEDULE NUMBER{S) FPROVAL gE! 13} APPROVAL DATE(S 1 PAGE NUMBER{S! REVISED
PREVIOUS SCHEDULE | & SorE0: 1 (10) APPROVAL NUMBER(S) ) S RE) SRR
INFORMATION 176 89-07 e
(If applicable} 8 5-4-89 Z

PART | -- AGENCY STATEMENTS

As the program manager (or person authorized to sign for the prog
1/l records are listed, that | have reviewed the need for the records, (per Section 1611 of

the attached schedule, | certify that a

the State Administrative Manual) that each retention perio

ram manager) directly responsible for the records listed on

d is necessary and corect as scheduled, and {for a revised

schadule) that all items on the previous scheduls have besn accountad for.

{ —

& (A

RESPONSISLE FOR THE RECORDS {14} TiILE ] {15 ‘.Ub SIGNE
Facility Manager %Nw%\u%\w
7 I 7

A accordance with Government Code 14755, approval of the attached Records Relention Schedule by the Department of
General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of
all the factors listed in Section 1667 of the Slate Administrative Manual.

! hereby certify that | am authorized to act on behalf of the head of this agency in matlers pertaining 10 the retention and
disposal of records. (Per Sectior 1611, of the State Administrative Manual.}

116) SIGNATURE-RECORDS MANAGEMENT ANALYST / (N TITLE )

o Ot 27 %M«\S\qt&rt Chief, Records Management

{18) NAME {Pri or Typed) (19 TELEPHONE {20} DATE SIGNED
Joan M. Hironaka 323-4230 W\u.\ 5 5

PART Il - DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)

(21} SIGNATURE~-DIS CONSULTANT .2
Zz .\@SQX.FP M. kxu@.@.\(/\

22 APPROVAL NUMBER.,
£ R

(23] TITLE

Records Manace ment Qms.ws ot 215147

(24} DATE SIGNED

PART HI -- ARCHIVAL SELECTION (Per Government Code Section 14755)

THE ATTACHED RECORDS RETENTION SCHEDULE:

ﬁga Contains no material subject to further review by the California State

Archives

Contains material subject to archival review. ltems stamped "Hold/Notity
@SR Archives® may not be destroyed without clearance by the Secretary of
State. (Par Section 1614 of the State Administrative Manual.)

27 TURE_GHIEF OF ARCHIVES
RN . |9

(28) DATE m_NZmU

wwfay
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CALIFORNIA DEPARTMENT OF’ HEALTH SERVICES

84373054
(916) 657-3054
DEPUTY DIRECTOR
Robert Sertich
8/1253
1 i i i
8-437-1570 8-437-3643 8-437-1435 8-437-0374 §-492.4261
(916} 657-1570 {916) 657-3643 (916) 657-1435 (916) 657-0374 (916) 322-4261
DATA SYSTEMS BRANCH FINANCIAL MANAGEMENT BRANCH FISCAL FORECASTING AND DATA PERSONNEL MANAGEMENT BRANCH
MANAGEMENT BRANCH PROGRAM SUPPORT BRANCH
Richard R. Vagg Walter Q. Basnes Joseph R, Kiun {.aura Montgomery Edward E. Stahiberg
1800 3rd Shreel, 455
91100 811140 81750 8/850 Sacramento 85814
8-437-3071 526409761 8.454-0055 8-437.0732 8-473-6728
(016} 657-3071 (916) 654-0276 (916} 654-G055 {916) 657.0732 (916} 323-6728
CAPITAL QUTLAY AND
SYSTEMS DEVELOPMENT SECTION ACCOUNTING SECTION BASE ESTIMATES SECTION | LABOR RELATIONS SECTION " SAFETY SECTION
Ed Briles Victor J. Bianchini Dan Lazar Judith Clark Dean Hanhomn
1800 3rd Streel, 455
91100 81140 81750 8892 Sacramenty §5814
8.437-1535 8-437.3219 8-437-1410 §-437-0373) , 8.482-6122
(916) 657-1535 {916} 657-3219 (916) 657.1410 (916) 657-0373 (916) 322-6122
SYSTEMS SURPGRT BUDGET SECTION COUNTY ADMINISTRATIVE EXPENSE CLASSIFICATION AND SELECTION CONTRACTS AND BUSINESS
s SECTION hewed - SECTION ™ SERVICES SECTION - S%RgeiCEOS %ECITRE?N
Dave O'Farrell Douglas D. Park James T Quinn (Vacant) ooert L, Threlke
1800 3 455
911100 8/1040 811750 _ 8850 1800 5rd Sreet 4o
§-437-1564 8-437-3737 F-437-0373 . 8.473-0207
{916} 6571564 (916) 657-3737 (916} 6570373 {918} 323-0207
TECHNICAL SUPPORT FISCAL ANALYSIS |_| WORKERS' COMPENSATION SECTION FACILITIES MANAGEMENT
o SECTION = SECTION = | = SECTION
Amy Cox-O'Farrelt Fred Shelton : Peggy Lee King Smith
1800 3rd Streel, 455
911100 ) 8/1750 892 oo 05814
5.437-3066 3-435-;"25'81
(916} 657-3066 (916} 445-7268
MEDICAL CARE STATISTICS SECTION TELECOMMUNICATIONS AND
» Gene Hichle - LEA‘.?ED Fggt_ggesr SECTION
1800 3rd Street, 455
81750 Sacramani 95814
8-492-7699
(916} 322-7699
' -~ - = TRAINING AND ADMNISTRATIVE
P v Méw&f&f[ Py, / ’5/ ,9 7 - SERYICES SECTION
Fobert Sertich i Aon Kiusman
:sn:fr:{s?;::aa 1800 3rd Streat, 455
February 1897 Sacramento 95814




A

e’ -
CALIFORNIA DEPARTMENT OF HEALTH SERVICES
ADMINISTRATION
8-485-0260
{916} 445-0260
DEPUTY DIRECTOR
Marie Ashcraft
8/1253
|
¥ ] | 1
o1 e a3s 84858312 8.492-3325 84541954 8492.4261
(916) 445-8312 {916) 322.3325 (916} 324-1964 (916} 3224281
FISCAL FORECASTING AND [BATA SYSTEMS FINANCIAL MANAGEMENT PERSONNEL MANAGEMENT PROGRAM SUPPORT
DATA MGMT. BRANCH BRANCH BRANCH BRANCH BRANCH
Neti Throgkmorton, PhD, C. Del Luttges Barbara L., Fitzer Joan Allison Jacqualyn J, Todd
8/1176 9/1100 g/1140 81708 lemso
4857635 8-485-5088 §492-4060 8.486-0705 G-d85-7268
{916} 445-1636 (916} 445-5088 (916} 322-4060 (916} 4450708 (916) 445-7268
BASE ESTIMATES SYSTEMS DEVELOPMENT ACCOUNTING EMPLOYEE RELATIONS FACILITIES
- SECTION 1 SECTION - SECTION =\ AND TRAINING SECTION = MANAGEMENT SECTION
Dan Lazar Ed Briles Romero M, Zamora Bacilio Garcia King Smith
8/1176 9/1100 8/1140 8/1350 9/398
8492-3392 84855190 £-485-0893 £-485-6678 8457-0860
(916} 3223392 {916} 4455190 (916} 4450893 (916} 4456678 (915} 327-0860
FISCAL ANALYSIS SYSTEMS SUPPORT BUDGET PERSONNEL SERVICES ADMINISTRATIVE AND
™ SECTION L SECTION - SECTION - SECTION —BUSINESS SERVICES SECTION
Fred Sheiton Dave O'Farrell Pamala Hich Carol Streeter Oimede Crewe
8/1176 : g/1100 8/1040 /850 9/360
8-473-0632 84926587
{916} 323-0632 {916} 322.6587
COUNTY ADMINIS- RECORDS MANAGEMENT AND
] TRATIVE EXPENSE | ADMINISTRATIVE SUPPORT
SECTION
James T, Quinn Patricia L.. Morsison
8/1176 9/360
8-485-2547 84926122
(916) 445-2547 (816} 3226122
|| MEDICAL CARE CONTRACT CONSULTATION
STATISTICS SECTION bl AND MANAGEMENT SECTION
John Keith Everett Uldall
8/1476 9308
84923430
{916} 3223430
Y iy z yra L OFFICE SERVICES
\7) 7 fles [ k2 Al 'L""b-f{ 4 " SECTION
Marle Asheraft/ Betty J. Hyatt
March 1989 87330




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-92)

See Instructions on reverse

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Health Services H97-002 4-22-97
CREANIZATIONAL UNIT PAGE OF PAGES (4} .
Facilities Management Section GS No. 85458 1 3

ADDRESS  (Number

Stree!

City)

DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)

and in SAM 1600 2151 Berkeley Way Berkeley A0
ITEM | CUBIC [CALIFORNIA <| o PRA
NUMBER | FEET*| STATE Ti7i.E AND DESCRIPTION OF RECORDS E g RETENTION fE"iW‘? REMARKS
(Triplo ‘m)""m” Ggg'g;’;ﬁ? (Triole space betwesn items) S5 | orricE | oepr. | smc | TotaL | 'PA
® M 18 ) go | onl 02 {13} (14 (s 18] {tn
PROGRAM DESCRIPTION
The Racilities| Management Section in Berkeley is responsible for building mahagement and plant operations fuhctions
at all [Department-owned buildings. More specifically this involves managemént of se ice ang public works contracts,
proje¢t development and management, building maintenance and repajrs, and purchasing relatgd to building maintenande.
This facility iy located at 2151 Berkeley Way and houses the Departnent’s Division of Laboratories. This Reg ords

Rete

This $chedule] does not contain any vital records.

a:recreten.sch

*provide total of office and deparimental

ion Schedule inchudes the Sacramento Facilities Management S

bction’s irecords.




STATE OF CALIFORNIA
DEPAATMENT {1} SCHEDULE NUMBER {2} DATE {3}
RECORDS RETENTION SCHEDULE Health Services H97-002 4-22-97
STD. 73 (REV. 692 ORGANIZATIONAL UNIT PAGE oF PAGES (4] -
Facilities Management Section GS No. 85458 2 3
See instructions on roverse ADDRESS (Mumber Stroet oy - DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5
and In SAM 1600 2151 Berkeley Way Berkeley GY . L0
ITEM CUBIC [CALIFORNIA <[ PHA
NUMBER | FEET#| STATE |  TITLE AND DESCRIPTION OF RECORDS BlE RETENTION (Exormel REMARKS
(Trplo sf;"n:)""m" Gggg:ﬁ? {Trie epace botwoen ftems) = & OFFICE | DEPT. | SRC | TOTAL 1PA
@ @ &) ® noy | o) 02 RE (14 (18 (e (i
ADMINISTRATIVE RECORDS
/l// 3 URLE™ | General Subject Files P 2 yrs 2 yrs
2 5 Informal Personne! Files P Active Active | X1 IPA 1798.40. PRA 6234,
: +2 Mo +2 Mo Confidential. Destroy
2 months after the employee leaves.
3. Attendance Records P Tyr lyr
/ Position Duty Statements/ P| Byrs 3 yrs
Appointment Documents
5. Records Retention Std. 72 & 73 P Current Current Current until revised
6. Records Disposal Bi-Annual P 3 yrs 3 yrs 3 years or until no longer needed for
y/ Report reference or analysis, whichever is
later.
PROGRAM FILES
7 3 Contracts P 3 yrs 3 yrs Official audit file maintained by
Contracts Management Unit.
*Provide totsl of office and departmental




S§TATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD, 73 (REV. 5-92)

SCHEDULE NUMBER (2) DATE (3)

DEPARTMENT (1}

Health Services H97-002 4-22-97
ORGANIZATIONAL UNIT PAGE oF PAGES (&)
Facilities Management Section GS No. 85458 3 3

See Instructions on reverse AUDFESS  {Nurmber Street Ty BEPARTMENT OF GENERAL SCRVICES APPROVAL NUMBER (5)
and in SAM 1600 g5 L
2151 Berkeley Way Berkeley S . LT 4
ITEM | CUBIC [CALIFORNIA <| u PRA
NUMBER | FEET*| STATE TITLE AND DESCRIPTION OF RECORDS 8| % RETENTION {Exeme) REMARKS
(Tripo space befween Sgg’g:g‘ (Trile &pace betweer Hems) 815 orce | oeer. | smo | o | IPA
@ @ @ @ go | an| 12 13 (14 ) 08 {tn
7
!ﬁ/ 6 Facility Project Files P 10 yrs 10 yrs After ten years, project summary
data will be extracted/recorded and
the file destroyed. M
Building Renovation files. -
Manager’s decision.
9 2 Purchasing P 2 y18 2 yrs Official audit files maintained in
Business Services Section.
10 l/ Utilities P 5 yrs 5 yrs
11 2 Work Orders P 2 yrs 2 yrs
Total 21

*Provide total of office and departmental

(Items 586 are new items)




